SN Gy,

Pf, > Preparing Campus Portal and Student Accounts
A

rorcia & Prepsnep ros for Teacher Student Voice Survey PGES

KeNTUCKY DEPARTMENT OF EDUCATION

PROFESSIONAL GROWTH AND EFFECTIVENESS SYSTEM

CONFIGURING CAMPUS PORTAL

LINKING TO CAMPUS PORTAL

AD HOC REPORT — STUDENT PORTAL ACCOUNTS

ENSURING EVERY STUDENT HAS AN INFINITE CAMPUS PORTAL ACCOUNT

CREATE ACCOUNTS FOR STUDENTS

ENABLE ACCOUNTS FOR STUDENTS

TESTING STUDENT ACCOUNTS

RESETTING PASSWORDS

SUPPORTED PLATFORMS

Configuring Campus Portal
It is not necessary to change or set a school’s Portal preferences for the Student Voice Survey. Campus Portal
Messenger Inbox is always available for every school.

To view and update Campus Portal Options:
PATH: System Administration > Portal > Preferences
(Tool Rights are required to access Portal preferences.)

Linking to Campus Portal

If you do not currently have a Campus Portal link on your district website, we recommend that you add one.
The Portal web address inserts /portal/ into your district’s Infinite Campus web address. For example, if your
Infinite Campus web address is: https://infinitecampus.districtname.kyschools.us/campus/districtname.jsp, your
portal address would be: https://infinitecampus.districtname.kyschools.us/campus/portal/ districtname.jsp.

Ad Hoc Report — student Portal Accounts

This report lists students and their Portal Account information. Discretion should be used when handing out this
report as it contains student personally identifiable information.

PATH: Ad Hoc Reporting > Data Export
(Tool Rights are required to access Ad Hoc Reports)
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e The report can be run for a single school or for all schools as set in the Campus Toolbar (and as allowed by

Calendar Rights)

e Under Saved Filter, expand State Published and find student Portal Accounts.

o Saved Filter > State Published > student Portal Accounts

Saved Filter

student CEIS

student Copy of Sped CSR/KY Eval
student Corbin Students at Knox Gametta
student Enrollment id

curriculum Intsrvention Course

person Knox Co Staff

student Knox Student Addresses 2013-14
student Math Ready Students

student race
student Race Query
student rc-snroll
student Report 1/30/14
student Single Student
fol, student Sped CSR/KY Eval
{2l student SPED Eval Created
3, student ss slsip
3, student ss broughton
{2l student Student Med List
+ Teacher
+ <7 Stste Published

(Vs

e Pick your preferred Export Format

o If you chose the “Delmited values (CSV)” format, you can open the file in
Excel to further sort and filter your data

e C(Click the Export button

Each row contains the information for a single student and displays:
e School: the school in which they are enrolled

e Grade: the student’s grade level
e First Name: the student’s first name
e Last Name: the student’s last name
e DOB: the student’s date of birth

Saved Filter

student Monresident students at Knox 2012-13

{3, student P1Q21T1- Biology

a student P102172- Chemistry

3, student P1021T3- Physics

H student P1Q23T1- International Baccalaureate
3, student P1024T1 and P1Q27TT1- AP courses
%A student P1Q25T1 AP Courses Provided

ﬂ student 102571 AP Mathematics

H student P1Q31T1 AP science

ﬂ student P1033T1- Other AP subjests

H\ student Portal Accounts
3, student Prek - Count of Grads 39 At Risk
%A student PreK - Grade 99 with Disab, Ol & At Risk
3, student Prek - Home \isits

ﬂ student Prel- Gender Race Ethnicity

ﬂ student Prek- Grade 57,58 and 59 w/Disabilities
%A student Prel- Grade 99 with 150% Poverty and M
%_]L student Prek- Grade 99 with 4th b-day between 8
ﬂ student Prek- Over Income-Mo Disab no HS

< >

v

Pick an Export Format

(®) HTML list report

O %ML

) Delimited values (CSV)
) Fixed width

) PDF report

e Portal Username: the student’s user name for logging into Campus Portal
e last Portal Login: the date of the student’s last successful login to Campus Portal
e Disabled: the status of the student’s account: “NO” if the student’s account is enabled and “YES” if the

student’s account is disabled

Ensuring Every Student Has an Infinite Campus Portal Account

Run an Ad Hoc Report to make sure every student being surveyed has an Infinite Campus Portal Account.
To view students with accounts and the last time they logged into Portal, run the Ad Hoc Report - student Portal

Accounts as shown above.

> If the “Last Portal Login” field is blank, the student has an account but has not used it.
» If the “Disabled” field is “YES”, the student has an account but it is disabled and cannot be used.
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Create Accounts for Students
If students from a participating school do not have accounts, create accounts for them.

PATH: System Administration > User Security > Student Accounts
(Tool Rights are required to access Student Accounts.)

e Select Add Users.
e C(Click Change Accounts button.

This process will create an account for any student who does not have an account in the selected calendar.
Repeat this process for each calendar.

Student Accounts

This tool will sllow you to make batch changes to all student accounts for the cumently selected calendar.

Adds user accounts with the as the username and the
® Add Users as the password for
students without accounts in this calendar.

B Deletes all student user accounts for this calendar.
. Delete Users

() Disable Accounts Disables all student user accounts for this calendar.

Enables all student user accounts for this calendar.
‘.~ Enable Accounts

Forces all student accounts for students in thiz calendar to change their
'/ Force Password Change passwords.

Change Accounts

Students in grades 3-12 who will participate in the Student Voice Survey must know their Portal username and
password. The user accounts will have the local student number as the username and the password will follow
the standard default password creation format. For more information about the standard default password
format, please contact your local KSIS Point of Contact, or follow your standard process for submitting support
issues to Infinite Campus. Information on additional user security options is available on Campus Community’s
Knowledge Base.

Enable Accounts for Students

If students from a participating school have accounts which are disabled, determine if these students are
allowed to have Portal privileges. If they are, enable the accounts.

To enable all disabled student accounts in the selected calendar
If all the students with disabled accounts are allowed to have Portal privileges, you may enable all of them at the
same time.

PATH: System Administration > User Security > Student Accounts
(Tool Rights are required to access)

e Select Enable Accounts.
e Click Change Accounts button.
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This option will enable all disabled student accounts for the selected school and calendar. Repeat this process
for each calendar.

Student Accounts

This tocl will allow you to make batch changes to all student accounts for the currently selected calendar.

~ Adds user accounts with the as the username and the
) Add Users as the password for
students without accounts in this calendar.

O Delete Users Deletes all student user accounts for this calendar.

.-::3 Disahile Atcounts Digables all student user accounts for this calendar.
) Enable Accounts Enables all student user accounts for this calendar.
._':'_‘ Force Password Change :::::uﬂ:mdent its for in this calendar to change their

To enable individual accounts:
This option will enable an individual student’s account and should be used if not all students should be enabled.

PATH: System Administration > User Security > Users > (User Account)
(Tool Rights are required to access)

When you click on Users you will be taken to the User search. Enter the Username or last name of the student
for the account you wish to modify into the search box (User should be chosen in the search drop down box).

Index Search

Advanced Search

Click on the User’s username to access

Search Results: 1 users

the Account Editor screen.

SVS, SIX #25814

1234567390000

Click on the User’s username listed under their name and student id in the Search Results.
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On the User Account Editor screen, uncheck the Disabled checkbox and click the Save button. Repeat this
process for each user.

User: 1234567890000

Person: 5VS, SIX

User Account User Groups Tool Rights Calendar Rights Access Log
Save Delete Login As User User Rights Summary
*Uszemame Password
[{234567390000 x Reset Password
Expires Date Homepage
B Campus Portal hd
["] Force Password Change [] ANl Calendars
[] Disabled

Information on additional student account options is available on Campus Community’s Knowledge Base. If
further direction is needed to allow student access to Student Portal, contact your local KSIS Point of Contact.

Testing Student Accounts

Before taking the survey, it is recommended that students log into their Campus Portal account to ensure their
accounts are working and they have the correct password. Have participating students log in to your Campus
Portal using the link on your website.

> Usernames can be obtained by a system administrator running the student Portal Accounts Ad Hoc report
(see “Ad Hoc Report — student Portal Accounts” above) for all schools or a single school (as chosen in the
Campus Toolbar). The report will list the school, grade, student’s first and last names, date of birth and
username. Please use extreme caution in distributing this report, it contains student personally identifiable
information.

> Passwords are encrypted in the IC database and can not be viewed or printed. However, depending on how
your district created the student accounts, you may be able to predict the passwords. If the student
accounts were created from System Administration > User Security > Student Accounts > Add Users, the user
accounts will have the local student number as the default username and the password will follow the
standard default password creation format. For more information about the standard default password
format, please contact your local KSIS Point of Contact or follow your standard process for submitting
support issues to Infinite Campus. The Ad Hoc Report filter “student Portal Accounts” includes the
information needed to formulate the password if the password has not been changed from the default.
Additionally, teachers or guidance personnel can print class rosters (Scheduling > Reports > Section Rosters)
and include the Birth Date (under “Add Extras”) to obtain a listing of student names and the other
information necessary to formulate the usernames and passwords. Please use extreme caution when
distributing this report, it contains student personally identifiable information.

> LDAP Authentication is a more recent option for your Inifnite Campus accounts. If this option is being used
within your school, then the students would use the same username and password on the Student Portal as
they use to log on to the district network.

After testing student accounts, rerun the student Portal Accounts Ad Hoc filter report (see “Ad Hoc Report —
student Portal Accounts” above) to identify students who were unsuccessful at logging in and may require
further assistance prior to the survey administration window. Unsuccessful students can be identified by
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looking at the Last Portal Login column of the report and looking for blank or older dates (which may indicate a
forgotten password).

Resetting Passwords

If a student has forgotten his/her password, it will have to be reset (there is no way to retrieve a password).
Your district should determine a process for how a student requests his/her password be reset. Communicate
this process to everyone involved in Student Voice.

There is an option that allows districts to enable users with the ability to reset their own password. More
information about password reset functionality is available in the Campus Community Knowledge Base. This
option should be researched to determine if it is right for your district.

Information on user security is available on Campus Community’s Knowledge Base. If you need further
direction, contact your local KSIS Point of Contact.

Supported Platforms

» Campus Portal is not supported on mobile devices.

» Mobile Portal (app) does not support the survey functionality.

» Information on Infinite Campus supported platforms and browsers is available on Campus Community’s
Knowledge Base.
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